[image: ]
Drywall & Plaster - Dispatcher
Company Name: [INSERT COMPANY NAME HERE]
Department: Operations
Reports to: [Operations Manager]
Location: [INSERT LOCATION HERE]
1. Position Summary
Responsible for efficiently assigning drywall and plaster crews, updating scheduling calendars, and managing consistent communication between field teams and the office to ensure optimal project performance and client satisfaction.
2. Essential Duties and Responsibilities
1. Assign crews to drywall and plaster projects and adjust workloads to maximize efficiency.
1. Update and maintain calendars with accurate scheduling details and deadlines.
1. Manage daily field communications to relay project updates, changes, and urgent client needs.
1. Coordinate with project managers and supervisors to ensure resources are utilized effectively.
1. Monitor job progress and address any scheduling conflicts in real time.
3. Key Tasks / Daily Activities
1. Review daily work orders and assign appropriate crews based on skills and availability.
1. Update scheduling software and shared calendars at the start of every shift.
1. Communicate job specifics and last-minute adjustments to field crews via phone or digital platforms.
1. Follow up with crews to confirm job completions and report any issues to the Operations Manager.
4. Key Performance Indicators (KPIs)
1. On-Time Crew Assignment Rate: ≥ 95%.
1. Calendar Accuracy Rate: 100% up-to-date entries daily.
1. Average Response Time to Field Inquiries: < 5 minutes.
1. Customer Satisfaction Rating for Dispatch Coordination: > 4.8 stars.
5. Required Qualifications and Skills
1. Minimum of a high school diploma or equivalent; relevant experience preferred.
1. At least 2 years of experience as a dispatcher or in a scheduling role in the home services industry.
1. Strong verbal and written communication skills.
1. Proficiency in scheduling and calendar management software.
1. Excellent problem-solving and multitasking abilities.
6. Preferred Experience
1. Prior experience in the drywall, plaster, or construction-related field.
1. Familiarity with field service management systems and dispatch software.
1. Proven track record of effective crew management and communication in fast-paced settings.
7. Physical Requirements
1. Ability to sit for extended periods while working at a computer.
1. Occasional requirement to lift up to 25 lbs of dispatching materials or documents.
1. Consistent use of a headset or telephone for prolonged periods during shifts.
8. Work Environment and Schedule
1. Typical work hours during standard business days with potential for shift adjustments.
1. May involve periodic after-hours or on-call support during peak project periods.
1. Office-based role with regular remote communication to on-site crews.
1. Collaborative and fast-paced working environment.
9. Compensation and Benefits
1. Salary Range: $45,000 - $55,000 per year based on experience.
1. Eligible for performance bonuses based on dispatch efficiency and KPIs.
1. Comprehensive health, dental, and vision insurance coverage.
1. 401k plan with company match and paid vacation benefits.
10. Company Culture and Overview
1. At [INSERT COMPANY NAME HERE], we foster a collaborative and growth-oriented culture where every team member is valued. Our commitment to excellence, innovation, and customer satisfaction creates an environment where you can build your skills and grow your career in the home services industry.
11. How to Apply
If you meet the above criteria and want to be part of a growth-oriented company focused on customer satisfaction, please send your resume to [INSERT EMAIL HERE] or apply online at [INSERT WEBSITE LINK HERE].
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